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Goal & Objectives 

Goal: After taking this class, staff will know how navigate in 
Advantage HRM 3.11. 

 

Objectives: 

• Show staff how to log into Advantage HRM 3.11 

• Show staff how to navigate in Advantage HRM 3.11 

• Show staff how to sign out of Advantage HRM 3.11 
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How to log into Advantage HRM 3.11 

2. Enter your User 

ID and Password 

and select Login to 

begin your session. 

HRM 3.11 

1. Enter the web address for HRM in your internet browser. 
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How to log into Advantage HRM 3.11 
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When you log into Advantage HRM, you will see the home screen.  On the left-hand side, you 

will see a panel with several options.  The panel can be opened and closed, depending on 

your preference. 

Message Center – Primarily 

used for Workflow, if 

appropriate. 

Search – Starting point to enter 

the various tables/pages and to 

search for documents. 

History – Lists the various 

tables and documents opened 

during the day. 

Starts over the next day. 

Favorites – Lists shortcuts to 

access your most used tables 

and pages. 

Administration – Used to 

manage passwords, hints, 

and email alerts. 

 



Jump to Action 

How to log into Advantage HRM 3.11 

The Jump to 

action in the 

Primary 

Navigation Panel 

enables you to 

navigate 

between pages 

within the HRM 

application. 

 

The Home 

icon, which 

will take 

you back to 

the original 

starting 

page 

Personalize 

This link opens 

the 

Personalization 

window.   You 

can modify you 

workspaces, 

home page and 

favorites 

Accessibility 

This link 

opens the 

online help 

system   

Within the App 

Help window, you 

can find 

information about 

the system as well 

as User Guide 

Downloads  
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Here is a list of commonly used pages for HRM 

How to navigate in Advantage HRM 3.11 
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How to navigate in Advantage HRM 3.11 

In this example, EPM was entered.  The Jump To box will be used to access all pages used during testing. 

On initial 

search, a 

Search box 

will pop up to 

allow the entry 

of search 

criteria.  This 

box will not 

pop up on 

subsequent 

use of the 

Jump To 

feature.  To 

activate, use 

the Search 

link. 
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Selection criteria can be chosen 

from the available fields in the 

Search box. 
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This is an example of the 

search result for an 

employee profile. 
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A new tab for Comments has been added to Employee Status Maintenance (ESMT).  This area is 

used by HR Records to provide additional clarification for the action or approvals given. 
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The Employee Status Maintenance Log can be found on the navigation field.  The log now displayed on 

the EPM page shows all actions processed on an employee, including multiple actions on the same day. 
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How to sign out of Advantage HRM 3.11 

To sign out of HRM, 

navigate to the Home 

page and select the 

Logout button. 

This will take you to 

the Logout 

successful page. 
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